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*OGC Has Reviewed*
25 May 1950

i

|
{ MEMORANDUM FOR: DIRECTOR OF CENTRAL INTELLIGENCE

/ SUBJECT: Delegation of Authority to sign personnel actions

I 1. To facilitate processing the large: mumber of personnel actions
o affecting senior employees with OPC, it is requested that paragraph 8b
25X1;‘ of Administrative Instruction|  |be amended authorizing the Assiniant
Director for FPolicy Coordination to delegate to his Deputy and his
Executive Assistant authority to sign personnel sctions requiring action
by the Executive .

% wk If the above reguest ia approved, appropriate coatrol measures
will be adopted to insure that the Assistant Director is informed of all
matters affecting the employment status of senior members of 92 O

/s/

FRANB G. WISNER
Ansistant Director for
Policy Coordination

APPROVED L Juiivou
/s/
R. H, HILLENROETTER
Rear Admiral, USN
Director of Central Intelligence

Copies to: Budget Officer

General Counsel
Chief, 558
Management Qfficer ‘/
Personnel Director
Central Records
Signer
Executive
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Chief, Perascrmel Divioion GAR 90 150
Deputy Uanapenant Officey
Mmindstrobive Instruction [ |

s Thora i quotod bolow a notabion recatved Lfrom €60
ocangorndng a waeonsendod chanm to Administrative Tustroction
zro.g’mjmm aquotation 1o forwarded far your consldoration
in Ting the axisting[ | of regulationa,

"3, I b This covers employment of consulbants.
Sugueobich 16 wede thab paragrash be conbain o referonse o
amponge ecoounts, sinee most consulionts, ospocially those
on WG bosls, are scousbosed to submli exponse oocounts,
uzing the Travel Order (33-12) and the Travol Vouchor
(33-28), wirieh serve 4n lou of Tine and Atbendanco cardsed
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TO . Management Officer
FROM : Assigtant Director for Operations

SUBJECT: Administrative Instruction [ |, dated 9 December 1949,
Hecommended Cheanges. :

Contact Division recommends that the following sections
be added to paragraph l.b, and the sub=-paragraph renumbered
accordingly: :

Oﬂic‘e Memomndzmz  UNITED STATES GOVERNMENT

DATE: 21 february 1950

GECRGE G. CARBY 7

WA ke B B foned, &
AAda. x|, \""N'::%
SECRET
Z
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' Ojﬁce Memorandum - vNiTED states GOVERNMENT

TO ¢ Assigtant Direotor, 00 DATE: 23 September 1948
FROM :  Agsigtant Director, 0CD

SUDJECT:  CIA Administrabive Instruction| |

|of the Office of Operations has requested that OCD
olarify or interpret Paragraph 3 of CONFIDENTIAL CIA Administrative 113-
struction[ ] dated July 13, 1948, subject: Reoords Adninistration.

Parasygraph 3 reads as follows:

"The FDB,00, has primary responsibility for internal storage
and recommendations for the disposition of foreign language doou-
ments",

The primary objective of the Administrative Instruction was to announce
the sctivation in OCD of a program for the recording, preservation and dis-
position of official records of CIA. '

25X1A
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published by OCD for the information of all concerned and the CIA Librery
maintains title, author and subject catalops [
purposges.

or CIA reference and ordering

25X 1A

JRIES M. ANDREWS o

/A-RDP81-00728R000100130003-7 -
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! [R=1-~1100
3 July 1950
MEMORANDUM FOR:  Management
SUBJECT : Distribution | | 25x1C
1. W o objections to your draft of Administrative
Instruction enclosed with your memo of 28 June,
giving OCD the distribution responsibility, but we think

that there should be added a "de The interests and needs
of other intelligence agencies."

2. We understood that we were to delineate for all
concerned the various methods of distribution to the

[ We are perfectly willing to let our draft of
20 June die a natural death, but do think that someone

should notify all CIA offices of the approved channels for

distributing materials |

should be cut down rather than increased, as has been the
tendency to date, so that there should be only a very few
regular channels.
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CIIER, COAR3 28 Jung 1950
Hanngemont Offleor
Cermonts on Proposed AL Qoncorning Dlotrdbubion of g
CIA Producad Materiel | 5X1C

le It was our wdierstoanding during conferoncos ho
to dsouss thy drafd of Admindstrative Instructlion
ol partieularly parogroph 7 thoroof, thab 1t wes your
Intantion to propare & rovised droft of Administrative
Instruction covordng dissamination to agencics
of all foreign sovermonto. :

2+ Your proposed dreft datod 20 June 1950 covers only .
Aysemdnation [ ] anl contodns oporaticmal proco- 25X‘ﬁC
dures nob wewally assoclatod with pelioy determination
norpally contained within Admindstrative Instructions.

3« The policy propodod Ly your office for the dlisscminge
tion of FDD/O0 materials has boon superseded by the Directarts
memoranchm datod 22 Juno 1950, The pollcy detorminotions of the
Diroster have boen incorporated in the proposod draft of this
Stoff which is attocheds

25X1A

| | 25X1A

1 Attachmont
Proposed Deaft

SECRET
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22 Vay 1950

MEMORANDUM TG: MANAGEMENT OFFICER

FROM: Ixecutive Agsistant Director, 0CD
SUBJRCT: Elimination of Proposed Administrative Instruction

from the Handbook

1. Although this Office has on three occasions attempted to
revise the proposed Administrative Instruction, subjoct: "Procedure
for Processing Incoming Cables and Telegrams," it is felt Lhat this
particular document would have little value and would afford little
if any assistance to the other offices of the Agency. Within 0CD
this matter directly concerns Liaison Division and Top Secret Control
in the CIA Library.

2. This Office recommends withdrawing the Instruction under
discussion from the Handbook which is soon to be released. In its
stead the appropriate elemenvi. will be redrafted as Operating Pro-
cedures for the Liaison Division and Top Secret Control.

3. The few remaining elements of the proposal which reflect
upon ORE and Communications Division, 80, are procedures which have
been in effect for some time and which have already had the kinks
worked out of them.

4o This Office will be glad to discuss the matter further if
Management so desires.

. CONFIDERTIAL

SR IDP L R T P T A By e T s 3
o e L e T B WS L Gl e e e
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& draft for en Adwinistrative Instruction regardi
ubject. It is recommended that this instruction be Listed '
ting Procedure. . - —
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COPY COPY
Asglstant Director for Collection and 7 December 1949
Dissemination

Management Officer

Draft of Administrative Insiruction re Procedure for Processing
Incoming Cables

1. Attached is a draft of the proposed Administrative Instruc-
tion concerning the procedure for processing incoming cables.

2. It 1s requested th&t your concurrence or comments be noted
below and returned to this office by 21 Decembexr 1949.

25X1A

ATT: Draft

cc:  AD/oCD”
AD/0OSI
AD/00
AD/OPC
AD/0S0
Chief, I&S Staff

Jau o
CONCURRENCE: DATE, H (i 5§90

I do éme#) concur, provided paragraph 3 is eliminated
and paragraph 2 is amended as suggested in attached memorandum.
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A@Q&Dtrector»i‘-er-Soien-bif—ie~—In~te§.-ligence 7 Docomber 1949

Management Qfflcer

Draft of Administrative Instruction re Procodure for Procosalng
Incoming Cebles '

1, Atbtached 18 a dreft of the proposed Administrative Inotruo-
tion ooncorning the procedure for processing incoming csblea.

2. It is requestod that your comcurrence or comments be noted
bolow and roturned to thin offilce by 21 Decembor 1949.

25X1

ATTs  Draft

_cot  AD/OCD -6+
AD/0ST 12 -9

(ndoet 2-/3-507)

AD/00 12-19

AD/OFC 1%-20

AD/020 /-9

Chief, &G Staff /a-3o
AD/ORE PR i R X

Subject File v~
Chrono/ RLR/rc -
CUONGYIBENCK ) DATE
I do (not) oconcur

COSMENTE

pso (|

CONFIBENTIAL
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i } » T
oo SUNEUDEMT AL
Approved For Release 2003/04/17 *CI 0100130003-7

O]ﬁce Memomndum e UNITED STATES GOVERNMENT

TO :  Managoment Officer DATE: (jE0 2 1449
FROM : Chief, Inspection and Seourity Staff

SUDJECT: Draft of Administrative Instruction Regarding Procedure for
Processing Incoming Cabloes.

REFERENCE:  Memors .dum from Management Officer to Chief, I & SS dated
7 December 1949, Subject as Above.

1. The draft of the proposed Administrative Imstruction como erning
the procedures for processing incoming cables has bsen reviewed and is
| concurred in.

25X1A

N
HE EDWARDS
Colonel, GSC

A s

\
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Asslstant Director for Scientific Intelligence 7 December 1949
Management Qfficer
Draft of Administrative Inatruction re Procedure for Processing
Incoming Cables
1. Attached is a draft of the proposed Administrative Instruc=
tion concerning the procedure for processing incoming cables,

2, It 1s requested that your concurrence or comments be noted
below and roturned to this office by 21 December 1949.

25X1A
25X1

("

ATTs Draft

cet  AD/CCD
AD/CST
AD/00
AD/OPC
AD/OSO
Chief, I&S Steff

CONCURRENGE 3 _ DATE ”%? 25X1A
I do (net) conewr’ zul el Ml 4
COMENTSs
If paregraph 3a and 3b are revised ag follows: sri\p

& One copy to the ORE Publication Division and subspauefi®
multiple routing to ORE Divisions of interest, (This copy:wiSl be
forwarded to the OCD Library efter Publications is finished WitE it.)

FR ov BN 1

RSy
b, One copy to OSI when of interest to that office, o =
=
[ =g

/v'v .
Ry
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ATTACHMENT A

Riesponsibilities and Procedures for
Inter-Departmental Committee Participation

I, Official Inter~departmental Committees

A. It is the responsibility of:

1, Assistant Directors and Agency Staff Chiefs to notify the
Inspection and Security Staff in advance of as much of the following
information as 1s available:

a.  Approval of Assistant Directors and/or 5taff Chiefs and
the DCI.

b. The degree of CIA participation required.

c, Matters to be considered by the comittee,

d. Dstimate of duration of committee, frequency of meetings.

e, Other agencies participating, and names of personnel
from other agencies.

f, Names of CIA personnel to participate

g. VWhether dissemination of intelligence or information will
be required, an estimate of the classification of such material,
and a proposéd dissemination control point.

h. Estimate of the classification of subjects to be discussed.

1. Security measures to be established by the Committee,

Jo Notify I&SS of termination of Commibtee and disposition
of CIA material in possession of the committee, ‘

2,. The Chief, Inspection and Security Staff to review the facts
presented and make recommendations to the interested office or staff

regarding the security considerations, policies, and procedures, and

" to arrange wesesdery security clearances as required,

' Approvegd For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 -
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3¢ Assistant Directors and Agency Staff Chiefs to coordinate
within CIA to ensure that all interested components are appropriately

represented,
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- Office-Nemovaiidihn - oNITED STATES GOVERNMENT

TO ¢ Management Officer, CIA pATE: [ NPR 1950
FROM : Asgistant Director for Reports and Estimates

SUBJECT: Proposed Revisions of CIA Regulations

1. Pursuant to the verbal understanding reached between members of
our offices, I am transmitting horewith a draft of a proposed revision of
CIA Administrative Instruction Number[  |subject: CIA Duty Officers. 25X1A

2, Since this revision is submitted on the occasion of the preparation
of the new CIA Reg igns Manual, it has been drafted in the new format,
as a section in 'thzj]ﬁategomr. 25X1A
4
3. Two other proposed revisions of CIA regulations are being pre-
pared by ORE and are awaiting final coordination, They are both in the[ ]| 25X1A
series and cover the following subjects:

a, Briefing Service Attaches (superseding CIA Administrative
Instruction 25X1A

be Conferences with US Government Officials Returning from Abroad
(superseding CIA Administrative Instruction [ | 25X1A

i, However, drafts of these revised regulations cannot be submitted
unbil TAC coordination has been completed on two proposed Interagency
Operabing Procedures on these two subjects, since the regulations will
merely delineate CIA responsibilities in implementation of the IAC agree-
ments., COAPS has recently informed ORE that JAC coordination of ‘the two
basic IAC papers is well under way, Hence, we have every hope that the
two drafts can be submitted before the CIA Regulations Manual goes to press.,

25X1A
7 [EEUDURE BABBITT
Enclosure:
Draft of Proposed Revision of CIA Administrative InstructimI:l 25X1A
(Section of Dcategory in new format) 25X1A

)

RDP81.00728R000100130003
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Asgistant Director, OHE
| Proposed Revisions of CIA Regulations

Reference: AD/0iE Lotter of 6 April 1950 to Management Officer, CIA, Subject
ags Abova,

25X1A
(B)

’ BEnclosure: {A)
!
|

; 1. Reference stated that ONF would submit two proposed revisions

l ‘ of CIA regulations upon completion of IAC coordination on two ntor-

' agency Operating Procedures which were to determine the substance of
the proposed regulations revisions.

2, As these Interagency Operating Procodures are now effective,
(Interagency Operating Procedures Nes. 1 and 2), enclosures (A) and

(B) are submitted herswith for incorporation in the new CIA Regulationg
Manval,

- - lef

; THEODORE BABBITT
i

"’cé’.‘ﬂ?‘,? FINEMTIAL

Do Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7 -
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MAR 29 1950

MENMORANDUM FOR: MANAGEMENT OFFICER
TROM: Executive Asslstant Director, OCD

SUBJECT ¢ Redrafting of Administrative Instructions

1. All Administrative Instructions have been care-
fully read and analyzed with the exception of the number

25X1A [ ]sevies which was not available at the time.
2. Please advise this Office when 1he Administrative .
Instructions listed below are redrafted so that they can \‘\
be reviewed before submission for publication. i

AT
25X1A /) LeEcB

3. 0OCD's comments on these present Administrative
Instructions are attached.

I

25X1A

Attachment

O M e e e e e e L a5 € 818 1 et 0 e e P SRR
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Management Officer 21 February 1950
Asgistant Director for Operatlons

Admlnistrative Instruction No.[ | dated 9 December 1949, 25X1A
Recommended Changes.

Contact Divislon recommends that the following sections
be added to paragraph l.b, and the sub-paragraph renumbered
accordinglys

25X1A

(k) (present paragraph 3)

25X1A

GEORGE G. CAREY

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7“ :
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-O]j‘ice Memomndum * UNITED STATES GOVERNMENT

TO t Management Officor . DATE: 25X1

FROM 1 ¥xecutive Assistant Director, OOD
25X1A  supjecr: Revision of Administrative Inatruction :l

| N
/s K

25X1A 1. At the request of your stuff, the attached draft 7
25X1A 1s submitted as o p posed revision of Administrative Instruction No.
: [ dated 23 June 19477 Subject: Use of CIA Inter-O0ffice Choin
Envelope.
25X1A 2. Information identical to the contents of Administrative Instruction
I—f_—"l also appears in Appendix "A'" of Security Regulations. The revision
ol Security Regulations which is now being prepared will not include
25X1A these detailed instructions, according to |_—p—|af the Inspection
and Security Staff, but it will continue to direct the use of the chain

"envelope for transmission of documents within CIA., Since the directive
for using the envelope will be contained in that publication, it is
sugrested that the detalled instructions outlined in the attached draft
be lncluded in the CIA "Procedures ianual' rather than in the form of
a new Administretive Instruction.

25X1A

Y e
! \\ e / “~
:J\\n:/n/ éq*c ‘Ae A ‘Ar ;m—./usun
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¢ - 25X1A
: Oﬁzce emomnd%m e UNITED STATES GOVERNMENT
Y
TO Management Officer DATE: 1 May 1950
FROM Chief, Fiscal Division '
TIRU ¢ Chief, Administrative Steff Y
SUBJECT:  Proposed Amendments to Administrative Imstruction C 1 NZ“U\) v SEX1A
W

;

1. = In acoordance with your verbal request, a review has been made ¥
of certain categories of Agency directives for the purpose ol ascertaipin
whother any changes are desired to satisfy the requirements of fiscal R ).
operations. In this connection, the following suggestions are offered 4 25X1A
ooncerning Administrative Instruction |:| "Pergonnel Policies and /(\T % Q){“
Procedures": ' \)}?f |

Rl

8, Pg. 9 Para, 1lg - This paregraph concerns promotion Q}‘ >
policies and procedures. A chenge is recommended in order to limit e
the within grade promotions to persons who heve actually served in  .°°
pay status and to exclude those who may be ocoupying clessified /s
positions but are actually on LWOP for extended periods of time, /
(Revised materiel is underscored) o

"Employees in classified positions will receive eriodic ste
inoreases in accordance witn the provisions of Federal Persomnel
Menual, Seotion 21, Part 25, 1These regulations state in general
that an employee rendering service for which payment is effected
will be advenced to the next step within his grade provided that -
he has 52 weoks of service without an equivalent inorease in pay
for grades GS-10 and below or 78 weeks service for grades GS-11
and above., In addition, the employee must have e current efficiency
reting of ‘Good or better and a satisfactory conduct report,”

b. Pg. 10, Pare 14a(l) - This concerns entrance on duty
selarye. The re-wording of sub-paragraphs (a), (b) and (o) is
being recommended in order to (1) replace whers epplicable the
term "Base Salary" with the expression minimum selary and (2) to
eliminete the specific references within the directive to the
respective types of persomel actions because, frequently, personnel
actions processed within this Agency are not always identified in
accordance with the exact definitions of these terms as officially
set forth in the Federal Persomnel Manual. Paragraphs (a), (b)
and (c) as set forth below are entirely new,

"(a). Employees without prior Goverrment service will be
appointed at the minimum salary of the grade.

(b)s 4an employee appointed to a position in the sé’zﬁe or
lower grade than previously held will receive salary fixed to

allow credit toward within grede promotions for all prior servioce
in appointment grade end higher grades, S

CONFIDENTIAL

Approved Fof’ Release 2003/04/17 : CIA-RDP81-00728R000100130003-7
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Management Officer -2 - 1 May 1960

(c)e An employee with prior Government service, appointed
without a break in service to a position of the same grade, will
retain periodic pay inoresses previously received. If appointed
to a higher grade without & breek in service, he will receive
salary at that rate of the higher grade which exceeds the besio
rate of compensation in his immediately preceeding position by not
less than one step inorease of tho former grade,"

©e Pg. 11, Para 14b(2) - Yhis paragraph concerns within-
grade promotions for ungraded employees. The change as recommended
provides for basing the initial end subsequent waiting periods upon
the more acourate concept of "week" rather than "six months" end
"anmuel" bases. The recommendation also includes an explanation
for assigning the effective date of the within grade salary increases.
(Revised material is underscored)

"An ungraded employee who receives & conduct and efficiency
report of Satisfactory or higher will receive a step inorease at
the beginning of the pay period following the completion of the first
26 weeoks of ungraded service ia a . pay status and each 52 weeks
thereafter until the top step has been reached. <Ihe salary for
employees transferring between graded and ungraded positions will be
determined after considering the weiting period elapsed and whether
or not an increase is involved."

de P%,. 9, Para 12 - 'his concerns intra-sgency transfer
policy. is recommended that this parsgraph be expanded to
include end clarify coordination of Forms 37-3 between all offices
ooncerned in any intra-sgency persomnel transfer. The purpose for
this recommendation is to provide for appropriate olearance with
the current employing office on any actions whereby an employee
transfers from one CIA orgenizational wnit to another.

2. The above suggestions are all concerned with Administrative
Instruction [ |"Persomnel Policies and Procedures”. It is also
appropriate at this time to suggest that active portions of present
Administrative Instruction [ T'classification Act of 1949" may be
incorporated within the revised Administrative Instruction I:Iand that 25X1A

the present instruotionl:Ibe rescinded,
25X1A

25X1A

CONFIDENTIAL

Approved For Release 2003/04/17 : CIA-RDP81-007_28R000100’1 30003-7..°




e , < :
Y Lo ' o 1

Approved For Rélease 2003/04/17 : CIA-RDP81-007.282000100130003-7

27 Pebruary 1950 ’6/09‘

MEMORANDUM FOR: THE EXECUTIVE

SUBJECT: Recodlfication of Issuances
REFERENCE : Administrative Instruction [:%;] \ 2XIA
b
Gt otynd )
i

' ’ ' qmw-rJ "
e (£
T

1. Paragraph(é a/of the above re.erence provides
that no outside agency shall be approached where there
18 & possible transfer of funds from CIA involved with-
out prior approval by the Director. | | of 25X1A
OCD inquired whether this meant they had been in error
in discussing the recently rejected | 25X1A
project and one or two other matters, prior to PRC
meetings. T sald I did not think they were subject to
criticlsm, but would raise the point to see if paragraph
6 a,required revision in light of experience.

2. It is my recollection that 6 a.arose out of
some cases in which commitments had been made prior %o
PRC action. I did not think it was meant necessarily
to rule out discussions on possible courses of action,
particularly with offices with whom we had a normal
established liaison.

5e Question is submlitted to you as it appears to
be Agency-wlde and may need study by the Management
Staff in their consideration of re-issuing all orders
and instructions.

" 25X1A

LAWRENCE R. HOUSTON
General Counsel
' Legal Staff

Approved For Release 2003/04/17 : CIA-RDP81-09728‘R000100130,003-7 :




25X1A
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7



25X1A

e o SONEIDEN W ososs

+« TTANGARD FORM 0. 84 A pproved For Release 2003

.O]ﬁce Memomndum e UNITED STATES GOVERNMENT

TO

Management Officer PATE:  FFR 1 1050

FROM : jggistant Director for Operations

SUBJECT:

Revislon of Adminmistrative Instructions

It is requested that the following Administrative Instructions be

cleared with 00 in

draft form if rewritten or revised:

Top Secret Control Procedure
Security Viclation Penalty System
Persomnel. Policies and Procedures
Special Employment Agreements
Efficiency lating Program
Employment Review Board and Procedures
Accountability, Procurement and Library Service
for Foreign and Domestic Bound Books and Periodical

Subscriptions

Interir Policy and Procedure for Dissemination of
Intelligence produced by CIG

Dissemination of CIA Publications outside the US
Government (00's suggestions forwarded to lanage~
ment by memorandum on 6 January 1950)

CIA Intelligence Information Reports

Operational Iiaison

Interviews of Returning Government Officials (will be
redrafted by 00 with ORE and COAPS)

Relationship between CIA Collection and Dissemination
Activities and Foreign Agencies

Translation Service (will be redrafted by 00)

CONFIDENTIAL S
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I.

16 Januayy 1961
BUDGET

BUDGET PREPARATION

A

At the beginning of each fiscal yoar estimates of funds require=

ments must be prepared for the succeeding fimosl yesr and submitted
to the Bureau of the Budget on or before 16 Septombsr or such other
date as the President shall determine,

Be

Preparation of budpet estimntes requires oconsideration of threo

consecutive fisoal yeara:

C.

1. Budget Year - the fisoal year for which estimatos are submitted,

2, Current Yosr - the fiscal year immediately preceding ‘the
budget yoar,

8. Past Year =-the fiscal yoar lmmodiately preceding the current
yoar.

Essential steps in proparation of tho ennual budget are as follows:

1. Bureau of the Budget issues oall for budget estimates,

2, CIA Comptroller prepares intra-agency call for estimates
eand makes appropriate distribution,

3o Organizational units propare estimetes and submit to the
Budget Branch on or befors a desimmated doadline dats.

4. Budgot Bronch compiles and analyzes submitted estimates.

5. Comptroller reviews estimates and nakes:preliminary recommen=
dations on pgeneral budget policy to the Deputy Dirsctor for
Adninistration,

\

6. Director makes preliminary decision on genere] budget policy.

.. Approved For Rélease.2003104/17 : CIA-RDP81-00728R000100130003-7
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7. Comptroller holds hearings with orgenizational units, as
spplicable, rovisos estimates to conform with approved budget
polioy, and, whore appropriato, cbtoins advioo and approval of
Projoots Review Com:ities,

8. Diroctor makes decision on ocontent end amount of estimetes,
9, Dudgel Branch propares final budget dooument.

10. Director submite Agency budgot sstimates to NSC.

11. NSC reviows and approves as to amownt,

12, Director submits estimates to the Buremu of the Budget.

15, DBureau of +the Budget conducts hearings.

14, The Direotor of the Bureau of the Budget confers with the
Prosident who makes final declsion as to the amount that will be
recommended to (onpgress. ’

15. -Fhe Bureau of the Budget notifidf Agency of President's action,.

16. Budget Branch rovises ostimates to conform with President's
approvel . ‘
/

17, Congrass aconducts hearings and appyepriates funds,

D. The intra~agency Call for Estimates will be released on or about
16 April and will normally require the return of completed estimates
by 1 June. '

1. Estimates shall include a description and justification for
vhatevor program improvements and changes will be recommsnded for
the budget year in addition to provision for normsl req: irements
for approved existing activities.

-2-
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2, Since ohanges in estimates may not be considered after sub=
migsion to the Budget Bremch on 1 June, it 18 reconmended ‘that
orgenizational units completo their progrem plans well in advance
of intra=agency request for preparation of estimates,

E. Budget Branoh analysts are asaslgnod to the various organizational
wits of the Agency for the purpose of rendering assistance and

- guidance o Asslstant Directors and Staff Chiefs or their representa-
tives in connsotion with all budget mattors. They are available for
assisting in the preparation of estimates, upon request.

Fo. The Comptroller will schedule intra-agency budget hearings to
begin on or about 1 July.

1. The purpose of the hearings is to give the Assistent Directors
and Staff Chiefs and/or thoir representatives a fusther opportunity
to justify thelr estimntes and to errive at ths final amount to be
included in the Agency estimates whioch shall be roecormended to the
Director.

2. Management officlals wlll partiolpate in the hearings.,
3.  Other officlals will be requestsd to atbond as needed,
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II. TIBRMINOLOGY

Ao Tho oconcepts utilized in comnection with thig rogulation follow:

1. Fisoml Year - tho period boginning July 1 mmd oending Juno 30
of the i‘oilowing calendar year. The iiscal year is designated
by the oalendar yeor in whioch it ends, 848+, the {isoal year 1951
is the year beginning July 1, 1950 and ending June 30, 1951,

2. Appropriation -~ An authorization by an Act of Conpress to
[ nalo payments out of the Troasury for specified purposges,

5. Apportionment - 4 determination by the Direotor of the Rureau
of the Budget &8s to the amount of obligations wihich may be in-
curred during e speclfied period u-der an eppropriation. An
apportionment may relate either +to all obligations to be incurred
during the specified poriod within an sppropriation aceownt or
to obligations to be incurred for an activity, function, projset,
object or combination thereof. (Budget-Treasury Rogulation No, 1
Sept. 1950),

4. Allocation - An authorizatlion of funds by the CIA Comptroller
! to cover the moeeds of an approved oporating program for a segmont
of tho Agenoy for a fiscal yeer, :

S, Allotment = An allotment is an authorization by the head or
othe¥ guthdrissd anployse of an Agemoy to incur obligations in
! the interest of anepproved activity within a specified amount

4 during e presoribed period of time,

8. Obligations inourred - Amounts of orders placed, contracts
awarded, services roceived, and similar transmctions during a
given period requiring future payment of money.

7 Unobligated balance - The balance remﬁining after doducting
the cumulative oblipgations from +the anownt allotted for obligation.
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8, Unpaid oblipations ~ (bligations inowrred for which payments
have not been made, is consists of limbilities and undelivered

orderg.-

9, Expenditure - Chargos inourred and/or commitmonts to pay made
for goods and sorvices roceived and other assets acquired whether
or not an advance obligation for the charge had been e stabliched

or a payment made,

10. Payment - The amount of oxponditure cheoks issued or of approvaed
voucliors Scheduled for paymont, not of refunds received, aocoording
to the Agenoy'!s records. Payments shall include all udvenoes,
oexcept for travel. Travel advances shall be considered payments
at the time they are applied to liquidate an obligation, Payments
shall oxolude amounts of non-expenditure oheoks or vouchers which
are igsued for the purpose of aocomplishing transfors between

appropristion accounts,

11, Object classifiostion ~ Aralysis according to the types of
services, articles, or ovher items involwvud,

T e o e

H
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III. ALLOTMENT AND CONTROL OF FUNDS

A. The rogulationsa widoh follow set forth the systom of administra=
tive control over Agenoy funds and heve been presoribed as required
by Ses. 1211 of the General Approprletion Act, 1951, Public Law 769,
8let Qongress, (Yo, 3679 Rovised Statutes as amonded) .

B. Tunds appropristed to tho Cenbral Intelligence Agency are the
result of action of the Bureau of the Budget and the Congross on
the estimatod cost of Agency programs submittod by tho Dirootor.
| Amounts finaelly appropriated usually diifer from estimates precented.
| At the tiwme of passags of the appropriation act the reoquirements of
i individuasl organizational entitios of +the Ageney oftten differ from
those on which the original estimate is bLased,

C. A primary mission of budget execution iz the dovelopment and

] maintenanoe of & sound finaneinl progran which is in continusl close
relationship to dovelopments and adjustments in sctivitios oarrylng
out epproved functions snd objoctives,

De The rollowing procedures are established to provide for the
scheduling and rescheduling of appropriated funds:

‘ 1. A complets study of the financial program for the onsuing

; year shall be accomplished for each of the organizational units
i of the Agounoy by the Budget Branch prior to the beginning of

[ ‘ the fiscal year.

‘f 2. Development of the financinl program will be accomplished

‘ by the Budget Branch in consultation with Assistant Directors
and Steaff Chiefs or their designated represectatives, including
a detormination of:

8. Amount remired for the opsratica of sach current
activity for the ensuing fiseal yoar

s

be The quarterly distribution to be mede of total require-
ments;
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¢« The number and charaoter of allotment socounts whioh
will be required,

5. When substantial difforences appear betwesn proposed {inancial
programs and tho originel budget presemtation, a deterrinstion will
be mado in consultation with the Comptroller as to whether PRO
aotlon, in eccordance with Agoney Regulations, will be required,

4. Upon final determination of amounts the Comptroller will
rolease oconfirming allocations of funds.

1. DBudgot analysts in coordination with Assistant Directors

and Staff officials will meke a quarterly distribution of
allocated funds, based upon program requirements.

2. Tho Budget Bwanch will issus an "Advice of Allotment Authori-
zation”, Form 32«5, sotting forth the quarterly distridbution
agroed upon, within the total smount allocated. No deviations
from epproved allotments shall be permittod without request sube-
mittod in advance and approved by the Budget Branch. Allotmonts
end reallotments shall be binding in each osse in controlling

the execution of budgetary plans,

8. If the amount approved for use through the current period

from eny appropriation or fund includes unrealized reimbursements

or other items of anticipated roceipts, the same shall not be
ellobbed fop oblietion or expenditurs wnlsss thers is reasonabls
assurance that the amounts of such items will actually be realized.
Responaibility for mat:ing this determination shall rest with the
Comptroller who must, through use of prudent criterie, ovaluate -
the worth of such warealizod wnounts bafore pormitting them to

be used as & basis for incurring obligations.

1. Advices of Allotmont Authorization will, if necessary, ocontain
additionsl information that nay be needed for establishing special
limitations or instruotions. The Accounting Section will establish
allotment accounts, by object, to the extent necessary, in order
to safeguard funds needed for the fixed and reourring charges.
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2, No obligetions may be incurred or expenditures wmade in behalf
of any project or ac-bivétg wtil an approved allotment has heen
issued by the Dudget > and en adequete balance is available
for suoh obligation or expenditure. The Accounting Section: will
return, without action, all obligation documents to the originating
office with appropriate notice in all cnses whers no allotmonts
have been ostablished or whore allotment uwccount balances are not
adequate to establish an obligation.

5. Exponditure documents repeived for processing by the Aocount-
ing Section for which no advence obligations wore created and
which exceed the availeble ellotment account belances will be
forvarded to the Compiroller for disposition as possible viola=-
tions of the Agoncy funds oontrol regulations. Uhenover such
action is nooessary to be taken, appropriate notice will also be
Lorwarded to the offlclal to whom the allotment advice wes isoued.

G. 1. The Advice of Allotment Authorization issued to an official
will constitute his authority for incurring obligmtions for pro-
Joots or esctivitles under his opsrating and administrative
Jurisdiotion,

2. The responsibility for comtrolling obligations against an
allotment rests with the allottoe who will be held recponsible
for any oblization or ezpenditure made or authorized. It im
incumbent upon all Agency officials to make no commitments
lonvolving the payment of appropristed iunds unbil appropriate
resorvations of funds have boen established in advance by the
Comptroller, Overdrafts in the allotment accounts resulting from
failure to oblipate funds in advance may indicate violations of
Agenoy funds control reguletions and, if susteined, are subject
to ponaltivs of law. (Seotion 3679 Revised Statutes).

3. In order to comply with Agency regulations and +to avoid over-
drafts, 1t will be the responsibility of oach allotbes to esteblish
such internal procedures, administrative instructbions and limita~
ticns of aull ority within his office as may be necessary to assure
that obligat.ons incurred mre kept within funds available therefor.

" Approved For Release 2003/04/17 . CIA-RDP81-00728R000100130003-7 -




e T i
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7

25X1A

CENTRAY, INTELLIGENCE AGENCY RIGULATION

16 January 1951

4., To agsist officials in maintaining effective ocontrols over
their obligations, the Accounting Section will furnish monthly
financiel reports that will reflect allotmont & ceount balances.
Form No, 32-19, "Momorandum Record of Obli;etion" may be used

to maintain & current control of obligations, Agency officials
are urged to consult I[reely with tho Accounting Section regard-
ing allotment acoount avallable halances and with budget
analysts concerniug adjustments in total alleotments or gquartsrly

allocation thereof.

H, Allotmonts for unvouchered activities will bo accomplished
in avocordance with speclal procedures appliceble to the operations
roquiring the use of uavouchered funds.

!
5

T
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IV. VIOLATIONS AND PRHALTIES

A. Reporting Violations = Seotion 3679 of the Revised Statutes as
amendod (Seo, 1211 (1) (2)s P.L. 769, 8lst Congress) provides for
the immediste reporting, to tho Prosident through the Director of
the Dureau of Uhe Dudget and ‘to the Congress, of vielationg concern-

ing the followinpt

1. dnourring of obligations or oxpondituros in exoess of
appropriations;

2, prohibition on moceptance of voluatary servioes or employ=-
ment of oxcoss personal services esxcept in emergoncles;

3. exceoding approved apportionments;

4, inourring obligations or meking exponditures in excess of
amounts permitted by prescribed and approved repulations.

Be. Report Contents - The roport shall include:

1. name end position of the officer or employee responsible
for the violation;

2. all pertinemt facts including any statement of the respon~
sible person with respeect to any oircumstances whioh he believes

to be extenusling;
3, o statement of administrative discipline imposed;

4. @ statoment of any new safeguards provided to prevent re~
currence of that type of violation.

C. Action on Violations

1. The Comptrollér will provide for the assembly of the per-
tinent information concerning alleged violations of these
regulations, He may perform en adrinistrative review and
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dizmiass the matter or, if warranted by the faots in the ocase,
he will conduct hearings with the responsible officlal and
recommend to the Direotor the nature of administrative disoci-~
pline or othsr actlon %o be tekon. If the findings show thet
a violation han been incurrad, the Comptroller will also pre-
pare an appropriate report thoroof for the Dirsetor for trans-
mittal ® the President and Yo the Congress.

1. Seotion 1211 (h) of P.L. 759 provides that "No officer or
employee of the United States shall authorize or creato any
obligation or make any ospenditure {A) in axcess of an appor-
tionment or rompportionment, or (D) in excess of the amount
permitted by regulations presoribed pursusnt to subsection (g)
of this section.”

2, Section 1211 (1) (1) otates that "In addition to penalty

or liability under other law, eny officer or employse of the
Unitod States who shall violate subseotion (a), (b) or (h) of
this section shall be subjected to appropriato administrative
discipline, including, when circumstences warrant, suspension
from duty without pay or removel from office; and any officer
or smployee of the United States who shell knowingly and wille~
fully violate subseotion (a), (b), or (h) of this section shall,
upon conviotion, be fined not more than $5,000 or imprisoned
for not mors than two years, or both."

CIA-RDP81-00728R000100130003-7
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V. CHART OF ALLOIMENT ACCOUNTS

A. Acourate financial records, basic to sound hudgeting, require
that appropriate allotment acoount symbols be established and applied
to all obligation transactions.

1. A complete listing of the Apgency allotmont account symbols
appeara upon the ,"Chart of Allotment Accounts" whlch is preparoed
by the Budget 1 and distributed to users in complete form
or in part, as applicable. Respective offices normally rocelve
portions portinont to their sctivities.

2. The Budget Brared will release & now Chart of Allotmont
Aocounts prior to the bepginning of each fiscal yesr. Amond-
moats to the Chart and/or rovisions, as may bo requirod, will
be procesnsod throughout the f{iscal year, Notice of such rctlons
will be dissexinated by tho Budget Uranch to all concernad.

B. The Agency allotment accownt system is based upon fuanction snd
eotivity and 1s deslgned to provide the fwads contbrols aud to furnish
the financial information ms required by Seec. 113%. (a), P.L. 784,
8lst Congress, the "Budget and Accounting Proocodures Act of 1950."

1. I% is cssential that all obligation doowments, iuitlated
and issued by Agonoy officimnls, clearly indicete for ecceowmtbing
purposes the allotment amccount symbol to bo charged as reflected
for that aotivity upon the "Chart of Allotment Accounts™.
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VI. APPROVAL OF OVERTIME (For adninistrative deteils moo | | 25X1
Section ¥ end | | Seotion VIIT) 25X1

A. 1. Ovortime shall he kept to a minimum throughout the Agenoy
with empheeis being pleced upon full utilization of tho normal
offloia) worling hours of oach employcc.

2. Overtime will not be authorized exveut in thoso cases
osgential to meoet emergenoy requirements and where it can be
denonstrated thoat normel worlting hours arae insufiiclent.

3. Assistant Dirsctors end Stalf Chisfs aro charged with the
porsonel responsibility for control and continued oxaninatlion
of overtine reqiiroments to Insure the effective application
of this policy.

B. fithin tho continantal inited States, approval must be obbtained
from the Comptroller or hls dasignse for all work ordered in excess
of the normel offiecial working hours (and Sundey end holidey staff
duty) astablichod for the Agoney.

C. Overtime, whether to be ligquidated by payment or compensatory
time, will be requested by meane of Form No. 32=3, "Request for
Approval of Ovortime", sufficiontly in advanco to insure roceipt
of approval prior to the beginuning of the period covared by the
roquest.

D. Outside the continental limits of the United States overtime
must be approved by Chlefs of iilssions or Bureaus, or their deputies.

1. Authorigzing officials must have evidence that sufficiont
funde are availsable for payment heforo authorizing overtime.

2. Native and foreign national employees oubsids tho con-
Yinental limits of the United States who are paid in accordance
with local proveiling waze rates aro not ontitled to overtime
pay wnless required by looel custom,
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d. Cards
e, Tags
f. Other articles

3, Supply oabinets end desks of employees will bo thoroughly
cheoltad to determine that the sbove itoms are asccounted for,

@. Ansistant Directors and Staff Chiefs will forvayrd the
inventory to rench the Compiroller omor before & July.

6. In comnoction with B 4, ebove, tho ¢hict, f'-'rocuroment%'/‘)
piwision will be rosponsible for roporting the gtatus of

ponalty indicie matter on order and/or stock materilal undis-
tributed as of report date.

8, The Comptroller will prepare consolidated gbatemont
Form B/A 46 (Rovised 5=29) and trensmit to Comptroller of
the Post Office Department.

D B,
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VIX. REPORTS REQUIRED COVERING PENALTY MAIL

A+ 1, In conformenoce with Section 306, Title III, of tho Act of
25 Juno 1948 (Public Law 786, 80th Congress) all departmonts
and agencies of the Foderal Government must cortify quarterly
to the Postmaster Gemeral that during the perlod coversd no
misuse was made of the penalty mnil privilege.

2+ 1In order that tho Agency may have adequate basis for
sipning the required certificate, each Assistent Director and
Staff Chief will submit to the Comptroller by the fifth day
after the end of each quarter the following certification:

"I hereby oertify that during the quarter ending

no book, report, periodical, bulletin, pamphlet, 118% or
other article or document was tranemitbted through tho mail
free of postage in vielation of Seotion 308 of the Ponalty
Mail Act of 1948, approved 26 June 1948 (Public Law 785,

80th Congress) by this department or ostohlishment, including
21l such mailings by its branches or fiold offices."

8. After receipt of tho above mentionod certificetions, the
Comptroller will prepare end submit the required raport to
‘the Postmaster (eneral. :

Be 1. Sectlon 301, Title III, Public Law 785 requires tho heads
of exeoutive departments end agencies 4o submit to the Post-
master General after the close of each fimcal yesr an inven-
tory as of 30 June of articles bearing penalty indieim on
hand. .

2, Assistant Direotors and Staff Chiefs are requested to
complete the inventory requested as of 30 June under the
following classifications;:

8. Havelopes (All sizes)
be labels
0. Wrappers
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VIII. EFFECTIVE DATE

A. Svotlons III and IV of Budget Regulations, l;l shall 25X1
beodie effective on 1 February 1961. All other sections shull

be effoctive as of dete of publication.

S N .




25X1A
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7

Next 1 Page(s) In Document Exempt

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7



" BTANDARD rronm No, 04 . [ L . ' ,

ed For Release 003/04/17 CIA-RDP81-00728R000100130003 7
| Oﬂice Wfémoﬁj UNITED STATES GOVERNMENT

TO Advisor for Management DATE: 4 January 1961

-

FROM : Comptroller

SUBJECT: Transmittal of Revised Agenocy Regulations

Transmitted herewith for your consideration and review

L 25X1A is an original and two copies of the revised draft of the

[ d e R T

BUDGET regulation, | |which has besn prepared
by this office for inclusion in the forthooming Manual of

Agency Regulations,

25X1A

E. R. SAUNDERS

Attachment
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SEP 29 1960

MEMORANDUM FOR: ACTING EXECUTIVE  o5xqA
/0 /92(25
SUBJECT: Proposed Regulation subjocd "Férms Control

end Stondardizationi.

1. The first sentence of paragraph G in the subjoct draft regula-
tion provides that: "The printing, reproduction, procurskont or usge of
forms wlithin the Agency without the prior approval of the Management

. Officor is prohlbited®.
/

2. Tho abovo prohibition, if fully implemented, vould work to the
serious disadvantage of all Offices. It would strengle initiative on
the purt of operating personnel, who shiould be encouraged to improvise
and try out simple formg for ditto or mimeograph reproduction vwhenever
it appears to them that such attempbs might result in less typing, speed—
ier production, or more uniform output.

3. The propossl fails %o distingulsh between (a) formal type-set
forms designed for Agency-wide use, and (b) the simple working forms
which all Offices occusionally must produce in order to deal with dey-
to-day problems of non-recurrent or short—term nature. It is o major
adventage of ditto, mimeograph, und similar devices thut they enable
such, formg to be produced with negligible cost and effort, and this ad-
vantege should not be jettisoned.

4e It is requested that the sentence referred to be qualified vith
the wording shown below before final publication as an Agency Regulation:

"The printing, reproduction, procurement or use of
forms within the Agency without prior approval of the
Management Officer is prohibited, except that this
prohibition shall not epply to forms produced within
individual Offices and Staffs to meet experimenial or
emergency needs.®

8/ __J. M. hndrews
Lssistant Director, OCD

29 SE¥ 950

s/__George G. Carey
Agsistent Director, 00

magcro:E&F CA(:'\X'K:/:L M ELL GECT
Director of Central Intelligence S/ C. V. Hulick
Acting Assistent Director, OFPC

Approveds wOTTIER
ReH. HILLENKOETE

25X1A

s/

Assistent Director, ORE

S/__H. M. Chadwell
Assistant Director, 0SI

s/_| | 25X1A
Assistant Director, 0SO

cc: Addressee 0&1“/
DCI
AD/0CD
AD/00

B

i
1
1
ADfOST 1
1
1

Cen.Rec;
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9 January 1950

MEMORANDUM TOR: MANAGEMENT OFFICER

FROM: Assistant Director, OCD-

Dear Doug,

Thanks for(gour memo of the 6choifeang comment on our
trial run of an informatr—informetivir-pamphlet concerning OCD ser-
vices. {

I agree with most of your comments 100%, and am particu-
larly grateful for the lacunae which you have p01nbed out -~ i.e,
Courier and messenger service, Archives, and hechine lMethods. As
to the lest I presume you mean that we might profitably include a
statement that | Jand his people are ready to help any of the
other offices, on request, with problems possibly susceptible to
mechine treatment. (It would serve no point in such a puper to ]
throw in the information that Machine Methods now handles some ya
adininistrative work for the Executive, as this is of no concern z//
to anyone but the Executive.)

I do not agree that this sort of paper, or at any rate
the version which we sre now working on, should be "included in the
family of Agency publications", or that it should be drawn up, even
as to index page, in such manner as to avoid need for revision.

By running it on multilith or some such system we can

revise the index page as often as may be necessary, at little or 25X1A
no cost. We want people in the other offices to know
and | | direct contact makes

for better service and better relations all round. Ask anyone who
is in business. . '

We intend the sheet strictly for use as a working paper.
Hence we must make it as useful as possible, and avoid the dis-
advantages wnich inevitably creep in when a paper is wrltten in
form and style desmgned for eternity.

JAMES M. ANDREWS

CONFIDENTIAL o

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7
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Asaigtant Director for Colleotion and 6 Jamury 1850
Dissomination
Managomont Officer

le Roforence your request of 27 Decomber 1949, tho following come
ments arae offered.

2, Tho attached pamphlet in & sense i1s an Information menual or
training guide whioh 1s gonorally acceptod in industry, government and
the Armed Forcese

de This offlco conours with the goneral concept and offors tho
following brief comuentss

@e Such a publicatian, properly conceived and produced, would
probably establish a wortlvhile precedent. Othor offices would
undoubtedly {ollaw,

be In view of "a" above and tho possibility of relatively wide
distribution, any such docurtont should be & CIA document proporly
ldentifying the office of primary intorest, but includod in the
fenily of Agency publicationse By such means, tho publisation
would gain sbature, porticularly if the IAC agencies ere included
for distribution.

Ce The lack of oriontation within CIA londs desirablility to
such a publication.

de In tho preparation, consideration should bo given %o all
goourity factors to provide reasonably wide distribution.

€. A publication of this type goes boyond the concept of
"statement of fundbtions”, and can enjoy wider distribution and
U80e

fo SBevoral fanctions of OCD are pot mentioned, or- could be
applifled, particularly for internal CIA usesgo.

(1) Courier and messenger sorvice, and the mail roome
(2) Records Menagement end Archivael Program.

(3) Imohine method possibilities as appliod to adminige
tration as well as operational mattorg,

ge TWhile the worth of the index page is reaognized, oxperience
hag proved that the larger the list the more often it will require

CONFIDERTIAL
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“ | 2 < RTI

corraotions Names ohange more often than position titles or
phone nunberse

4e Tho obovo coments have beon rostricted to thoso fields of
adninistratiop-nanagoment in whish we, collectively, have tho most
exporionoe.

25X1

3 GONFIDEHTIAL




[/02ggus  pREIINTL
BTANDAND FanM Nofffh proved que@%;e 2003/04117¢ Mﬁb 8‘1100728Rogo10q130003-7

T

Oﬂ‘ice Memomndum e UNITED STA’fES GOVERNMENT

TO
FROM

SUBJECT:

¢ OCD Divislon Chiefs DATE: 22 December 1949
¢ Operations Staff, OCD

Preliminary edition of "How ‘o Use the Facllities and Services of
0CD," dated 20 December 1949.

This preliminary edition of the OCD leaflet is issued pri-
marily for the use of OCD personnel, and in order to obtain
suggestions for a revised edition that will be distributed to
all CIA Offices and possibly to the other IAC agencies.,

Division Chiefs are requested to distribute copies to their
Branch and Section chiefs and others concerned with outside con-
tacts; and to invite suggestions for corrections, clarifications,
and improvements in the text or form of all parts of the leaflet.

The revised edition for general distribution will probably be
issued in January, and your suggestions for it should therefore
be received within the next two weeks.

25X1A

TInTaiT? \g

FETRLE R ERS

e
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. SECRET - 20 December 1949

HOW TO USE
THE FACILITIES AND SERVICES

OF O0CD

OFFICE OF
COLLECTION AND DISSEMINATION

CENTRAL INTELLIGENCE AGENCY

SECRET

SECRET
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SUMMARY OF OGD SERVICES ) ’ﬂ(w, e

CIA LIBRARY

In addition to the usual library facilities, maintains an indexed
file of all documents recelved or produced by CIA, Provides a
bibliographic reference and loan service based on this file, and on
other sources, Maintains the CIA Central Records, Advises on records
management problems,

MACHINE METHODS DIVISION

Develops use of machine methods and equipment for intelligence
purposes, and advises on their adaptation to special problems,
Operates mechine index facilities for Graphies Register and CIA
Library, and machine accountmg services for the administrative
staffs of CIA, :

NOTE:
A more detailed explanation of the services available from each

Division is given on the following pages.

An Index to OCD on the last page includes the name, phone and room
number of Division and Branch Chiefs.

SECRET

. ,",‘ N
LA
Sy
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A LI
DEFICE OF AQDY S ETMATES

TORT:
GNP PERLTIRGE TR

GATRGCRY,
st g,

Vs .33:1"{7’ Study, ete, )
O e

FIRIOD COTUVEN [T Spponble )
o PURLACAY O
|
i

NORICH:  WORKING-PAFER

Thie document is o worldng-papar, not an official izguancd, since

: it has not mcessarily been coordinated with and reviewsd by other

{ components of ORE, It represents the formulative thinking of one

j group of analysts in (RE and iz decigned So provide the madium

for tramsmitting their informal views to othsr inielligence analyshs
j o of the US Govermment who are worlding on sinllar or overlapping

‘ ’ problsms, It is intended for the uss of the addrassec alone, «ad not
for further dizseminaiion.,

COPY FOR:

(Wama of individual, compouent, agency, ebe.)

L S e . 5 R S

IR o btk i it

Fbrﬁelfe'a' 04/17 ;. Cl 28R000 000




B L . ' i d

Y| i "~‘"‘{" A }‘:‘ ,
2 e W LA | I‘Iﬁn :
Approved For Release 2003/04/17 : CIA-RDP81-00728R000100250603-7
CENTRAL INTELLIGENCE AQERNCY ~

WASHINGTON 25, D, C, . OAlacte 1]
25

1 April 1950

HEMORANDUM FOR: Assistant Direotor, OHE
Assistant Director, 050
Asaistant Director, 0SI
Aspistant Director, OPC
Assistant Director, 00
Managenent Offlcer . —
Chief, Inspection and Seenrity

SUBJECT : Adopticn of Revised CIA Document Ceatrol Slip

REFERENCE:  Memo to ibove Addrassees fyom ADJOCD gtd
27 Dec *Yi9, Subjs PRevision of CIA Control
Slip =~ Request for Review®,

1, Formarded herewith i1s an explanstory diagram for
the Revised CIA Docusent Control Jlip., The format and
procedures in the diagram have bean adopted in consideration
of the operationsl requirements of the CIA and of tho many
helpful comments and suggestions reseived in response to
mexorandunm of refcrence,

2. Use of the new Document Control Slip will commence
18 April 1950, Additionsl copies of the explanatory diagram
for use in familiarizing personnsl of your organization with
the new format and precedure are available from the Chief,
Iisisen Division, OCD.

25X1A
Encli Office of Collsction and Blsszminatiom
b Explanatory Diagram
‘ ) for Revised Document

Control Slip
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f o CENTRAL INTELLIGENCE GRQUP

| ’ Washington, D. C, ———— et

| 7" Narch 1947

25X1A

|

‘ SUBJECT: Allotment ang Control of CIG FMunds

EFFECTIVE UNTIL 80 JUNE 1947 UNLESS SOONER RLSCIMNDED
la GENERAL

The Finance Division, Personnel and’ Administration Branch,
is responsidlo to tho Director of Central Intellipence for tho .
financial control of all CIG appropriated funds in accordance with ﬁs"’”
statutory requirements, 'The Finance Division will preparo and sub-
mit all required financial statements to propor agencies of tho
Government.

2s BASIS OF ALLOTMENT

2+ -The Chief, Finance Division, will, after consultation
‘with AssisBant Directors and Chiofs of Stoff Sections, determine,
within budgetary liritations, the routine fiscal needs of each
Office or Staff Section +that will enable these units to carry out /3““‘1&{"
functions assigned by the Director of Contral Intellipence, After
this determination, +the Chieof, Finance Division, will allot funds
to each activity on a quarterly basis,

: be Funds for projects requiring action of the Projects J #

Review Committee will be allotted in accordance with tho provisions 8“ /& s
25X1A of CIG Administrative Order mEstablishmGnt of Projects

Reviow Committee", dated 25 'vstoBer 946,

S¢ ALLOTIENT ACCOUNT PROCLDURES

8. The Chicf, Finance Division, will furnish each
- Assistant Director or Chiof of Staff Soction with cn allotment |
outhorization for his activity. This authorization will include BK“,W
amount of funds authorized for ocach purpose'(porsonal services,
travel, oquirment, supplies, communications, etcs)- and the
allotment acoount numbor,

be Administrative anctions such as requests for supplies,
travel, porsonnol actions, ete., which involve expenditure of funds F,‘scd/
will include the allotment account number of the aotivity malking oy
the reque;t. B“er/ F’/""[' .
RESTRICTED" ‘ o

(339)
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os Tho Chief, Finonco Division, will, on a monthly
basis, inform ench aotivity of tho status of its allotment F/‘ch/
nccounts This report will include amount nllotted, obligations
and oxpenditures to date, and remaining unobligated balonces,

4., INCREASED ALLOTHENTS

Requests for increases in guarterly allotments (Por. 2a

above) will be submitted through the Chief, Finance Division, to K”JIC’L[- N
the Direoctor of Central Intelligence for approval. This request "
will inolude the necessary jugtification for such increases.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive for Personnel
ond Administration °

ATTACIIMENTS: None

DISTRIBUTI ON: A

HES TRI CTED | R . '
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Chief, Administrative Staf? A2 by
Nenagement Offlcor

Proposed Change of Regwlabions

1, It do holdeved thet the attached draft of regulations cen
be Improved If row-drafted, incorporating the following sugrostionsi

e Paragraph Aele = Is this statemont necosspry? If so
the delegotions perbaining bto ovorseas should bo sbated,

be Paragraph Me2e and Adea. - fepotition in separate
paragraphge  Should be combined, probably under parapraph Adpens

ce Paragraph Aedete = Two forms end action to be teken on
bthem are desoribed togother. Suggost the paragraph be divided
to explain table of requirements awl Form No. 36-7 separately.
Is 1% nocessary to pregseribe diztribution of copies?

de Faragraph AeJebs =~ Porteins to procurcment and shouvld
not be a part of the programing paresrapi.

Oe Pavagroph Adieds = The statoment ¥, 40100400 per mombh
nor ;300,00 in any guarterly pericdse.” i not readily under-
gtandable. Tt is believed that & statement of tho monthly
Timtbadion will suffice 1f 1t is intended to place the limite-
tion on a monthly bas B,

25X1

ge Coneral coments
(1) The long sentences and para;rarhs nake understande
ing difficulte
(2) The toxt can be reduced by elimination of unnecsssary
wordse
25X1

SUBJECT FILE
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EMOVananrl? « UNITED STATES GOVERNMENT

TO H Mhnugement‘Offioer DATE: 3 lobruary 1950

FROM : Chief, Administrative Staff

‘ SUBJECT: Sorvices Repulations
1. Submitted herewith are regulmtions pertaining to Services
activities for inclusion in the CIA Regulations lanual.
: STATSPEC
i 25X1A
| f AVDREN B, VAN ESSO 3
[ ‘ Attechments
| -
|
i
.

-00728R000100130003-7
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28 December 1949

MEMORANDUM FOR: ALL ASSISTANT DIRECTORS AND STAFF CHIEFS

SUBJECTs “TA Regulations.

l. A new system for CIA regulations has beendevised and ap-
proved by the Executivee An Administrative Instruction will be
issued in the near future giving the details of the proposed system.
In order to implement the new system, the following is proposed:

a. That every office of CIA be permitted to participate
in the re~write and compilation of the Agency Regulations.

be Many minor changes, including titles, phraseology, etc.,
are in order, but to accomplish this it will require the coordi=
nation of every segment of CIA, which will be completely beyond
the physical ocapebilities of the small Management staffe There-
fore, it is proposed that every office of (IA furnish one or
more representatives to work with the Management Staff on a pre-
determined schedule (normelly not to exceed five working days)
to assist in the compilation, coordination and editorial worke
The individual furnished will work in the Management Office,
and must of necessity be an individual who ocan represent his
activity and who has ready access to the Assistant Director or
Staff Chief for those cases which must be referred to him.

Ce By prior scheduling, two or three individuals will be
utilized at a time over a period of approximately five weeks.
While the primary function of each representative will be that
of examining and re-drafting those regulations which affect
his activity, he will also be asked to review all other regula-
tionse

2¢ It is our belief that the cooperation of all offices in this
matter will be of great benefit to the Agency as a whole, and your
concurrence is requesteds

25X1A

</ Menagement Officer

_ Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130003-7
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28 December 1949

CONCURRENCES s (CIA Regulations Memo to all Asst. Directors and Staff
Chiefs, dated 28 December 1949)

Budget Officer Poersonnel Director
25X1A
vBOAPS VAdvisory Council 430 | cprC
Viegal Staff 1SS
| Admin.Staff Spec.Support Staff
. Medical Div. ' Enployees Div.
i 2
1 6 < Personnel Div. Finance Dive
' Jet e
Q’q
/ Figoal Div. Proc. & Supply Div.
| 25X1A o
) Services Div, v ORE
i
|
‘ ~ocn v 0SI
i 25X1A 1
| ‘ s 00 | ~oro
[ 7 050 I

i
&
3
B
i
I
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